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1. [bookmark: _Toc236904343]OBJECTIVE:
To establish an orderly procedure in accordance with Milwaukee County Ordinance 56.05 for the authorization and reimbursement of business-related travel for elected officials, officers, employees of Milwaukee County, and municipal police officers.  The County will no longer pre-fund travel expenses of any kind.
2. [bookmark: _Toc236904344]DEFINITIONS:
A. Employee Expense Management System (XM System): Milwaukee County’s financial and supply
chain application that is used for expense reporting.
B. Meals & Incidental Expense (M&IE) rates: Standardized daily allowances used to reimburse travelers for the cost of food and small out-of-pocket expenses (like tips) while on official travel, instead of requiring detailed receipts for each item.
C. Necessary Business Expense: Necessary Business Expense refers to any expenditure required for a County employee to fully participate in activities resulting from an approved Travel Event. The travel must have a clear and legitimate business purpose. Out of country (OCONUS) travel related expenditures will conform to the IRS guidelines and the U.S. General Services Administration whenever possible. See, https://www.gsa.gov/travel-resources. Where compliance with IRS and the U.S. General Services Administration guidelines cannot be met, approval of such expense must be documented by the Appropriate Authorizing Party.	Comment by James Davies: Is this supposed to be “out of countRy” or should it be changed to “out of county”?
D. Official County Business: Official County Business shall mean, but not be limited to:
i. Conducting legitimate County business such as fulfilling job functions, negotiating, inspecting, or purchasing equipment, and coordinating with other governmental agencies.
ii. Obtaining information directly related to the person's official function.
iii. Serving as an official representative of Milwaukee County.
E. Per Diem: Per-diem is an allowance for lodging, meals, and incidental expenses. The U.S. General Services Administration (GSA) establishes the per diem reimbursement rates that federal agencies use to reimburse their employees for subsistence expenses incurred while on official travel within the continental U.S.
F. Travel Event: Referring to the time that an employee is on the business trip. For air travel, it is the time when employee arrives at their home airport and end when they return to their home airport. For travel destinations using a vehicle, it is the period when an employee leaves home/work to begin the business trip and ends when the employee arrives at home/work after the trip. This provision does not apply for purposes of recording time for payroll. This applies to all travel outside Milwaukee County.  Travel within Milwaukee County is excluded from this requirement.	Comment by James Davies: Should within county travel be explicitly excluded?
G. Travel Expenses: Costs for lodging, meals, or other incidental expenses, transportation, seminar/meeting attendance, and related activities in the conduct of official County business.
3. [bookmark: _Toc236904345]OVERVIEW:
A. [bookmark: _Toc236904346]Applicability
i. Elected Officials, Officers, and Employees:
All elected officials, officers, and employees of Milwaukee County are required to follow these procedures for the authorization and reimbursement of travel expenses. The use of a travel agency for air travel or hotel reservations will be at the discretion of department heads. When an agency has more than one elected official, each official is considered a department head and must personally approve all purchases to confirm accountability and responsibility for spending their allocated budgeted funds via a commitment form.
Municipal Police Officers:
Whenever a municipal police officer engages in travel beyond the boundaries of Milwaukee County for the purpose of escorting a County prisoner or conducting a further criminal investigation, the municipality may be reimbursed for the business-related travel expenses consistent with the provisions of these Procedures.

B. [bookmark: _Toc236904347]Responsibilities
i. Department of Administrative Services:
a. The Department of Administrative Services – Central Business Office has the final authority for interpreting relevant travel policy definitions and discretion in approving unusual and extraordinary expenses based on appropriate documentation.
b. Department Administrators will be notified on an annual basis when an adjustment is made to the maximum allowable lodging rates. The annual letter will be posted to the Forms Library, with a connection to CONUS and OCONUS. Lodging rates are based upon the Federal Per Diem Rate tables issued by the U.S. General Services Administration (GSA). The limit for each location is set at 125%, the highest federal rate in that location. The limit will be reviewed each year to ensure that the rate is reasonable for travel.
c. Department Administrators will be notified whenever an adjustment is made to the Federal Meals & Incidental Expense (M&IE) rates. M&IE rates for the County use the Federal Per Diem Rate tables issued by the U.S. General Services Administration.	Comment by James Davies: Should this be added to definitions
ii. Department Administrators and County Board Chair:
a. Authorization to travel should be given prior to commencement of the travel activity by the appropriate head of any County department, Board, or office. The purpose of the travel should be directly related to the purpose of conducting official County business. It must be demonstrated that there is a direct relationship between the purpose of travel and the individual's work function. Even if the County will not be funding the travel expense, travel authorization is required if the person is to maintain official employment/business status during the travel period.
1. The authorization for travel will be formal. An employee who is traveling should request travel authorization from their supervisor or manager prior to booking any costs or using a travel card for charges or payments associated with the trip.
2. If a reservation for a conference and associated hotel is time sensitive, and the reservation can be cancelled without any penalty, an employee can make such reservation, with verbal authorization. Formal authorization must still be received.
3. A departmental email authorizing such travel may be requested by the administration as proof of such prior authorization.
b. The County Board Chair must authorize estimated travel expenses for County Board staff members. Advance expense authorization for other elected officials and County officers is not required. 
c. Other elected County Board officials may authorize and approve their own travel if they have signed a commitment form acknowledging acceptance of travel costs.
d. Written authorization for municipal police officer travel must be made in advance by the District Attorney.
iii. Questions & Exception Request Instructions 
a. If departments have questions related to policy or exceptions they should email travelrequests@milwaukeecountywi.gov
1. Departments should note in the subject line: Travel Policy Question or Travel Exception Request
2. Exception requests should be made 10 days before the date of travel.
3. Key information should include the following information:
· Traveler Name
· Travel purpose
· Travel dates
4. Questions should clearly state what part of the policy they need clarification on or what policy requirement they are seeking an exception for.
5. For exceptions, departments should identify a justification for the exception.
6. Replies to questions will be made within 2  working days of receipt of the email.
4. [bookmark: _Toc236904348]PROCEDURE:
A. [bookmark: _Toc236904349]Travel Reimbursement Policies
i. [bookmark: _Toc236904350]General Rules
a. Individuals traveling on official business are expected to exercise the same care in incurring expenses that a prudent person would exercise if traveling on personal business.
b. The use of a travel agency for making air travel, hotel reservations, and arrangement for other methods of transportation shall be discretionary, as authorized by each department head.
c. The County travel card (individually named or pool card) shall not be used to pay for meals and incidental expenses, as these costs are covered under the per diem rates established by the U.S. General Services Administration. Employees are expected to use the per diem allowance to cover such expenses. Extradition-related travel is exempt from this requirement. For extradition activities, travel cards may be used for meals and incidental expenses, which will be reimbursed based on actual costs in accordance with the receipt-based Meals & Incidental Expenses (M&IE) reimbursement process.
d. Travel expenses to be reimbursed are confined to those expenses essential to the transaction of official County business.
e. Personal expenses are not reimbursable. This would include food purchases for home use.
f. When individuals are engaged in business travel, they will be considered as meeting attendance requirements for payroll purposes. Any absence from duty beyond this period shall be considered personal time.
g. Deviations from travel policies will not be authorized by the Department of Administrative Services unless requests for approval are submitted in writing to the Department of Administrative Services, Central Business Office, a minimum of ten days prior to the date of departure.
1. If approved by the Department of Administrative Services, Central Business Office, a copy of such exception must be forwarded to the Central Payroll department at the Office of the Comptroller.
h. When travel on official County business occupies less than one (1) full day, expenses will be reimbursed at actual cost not to exceed three-fourths (75%) of the applicable per diem rate. 
1. Such one-day trip meals are income to the employees and are subject to Federal and State income taxes and Social Security taxes because the cost of the meal is not recognized as a business expense by the Internal Revenue Service.
2. The County travel card (individually named or pool card) shall not be used for one- day trip meals to maintain compliance with IRS and County policy.
i. The United States General Services Administration (GSA) publishes rates for lodging and meals that federal officers and employees cannot exceed. These rates vary by state and region (i.e., Milwaukee hotel and meal rates are higher than Eau Claire rates). Samples of these rates are attached to this procedure.	
1. If reimbursed travel expenses exceed the per diem rate that is established by the IRS, the excess will be taxed as income. For example, if a travel card is used to pay for a hotel that exceeds the per diem rate, the excess will be taxed as income to the employee. If the employee used a personal card for the purchase, the County would not reimburse the amount that exceeds the per diem. The County utilizes the Federal per diem rates for its maximum allowed reimbursement. The rate varies by city, and the current Expense Management System (XM) uses this rate in comparison to your travel expense claim. The maximum daily rate is loaded into the XM system for purposes of verifying your daily per diem rate. The first and last day of a trip are at 75% of the maximum daily per diem rate.
2. The County uses a maximum allowed daily rate for hotel reimbursement at 125% of the Federal lodging rate. Most major hotel chains set aside rooms at the federal rate. To obtain these rates, travelers should ask for the “government rate” when making hotel reservations. If your hotel does not accept Milwaukee County ID as proof for the Government rate, please obtain the lowest rack rate. Federal rates are readily available at the GSA website: https://www.gsa.gov/travel/plan- book/per-diem-rates and are usually updated at least once a year. The maximum daily lodging rate is preloaded into the XM system for purposes of verifying your daily lodging rates.
3. When making hotel reservation under a GSA rate category, the employee should determine if the hotel accepts the County ID for purposes of the GSA rate. If they do not accept County ID for such rate, the employee should find another rate category that meets the County required Hotel Rate limits. For this reason, the County has adopted a rate limit of 125% of the GSA hotel rates if GSA rates are not accepted.
j. The Internal Revenue Service (IRS) establishes reimbursement rates for miles traveled by employees while using their personal vehicles for business reasons. Like the GSA rates, this rate is the maximum allowed rate for mileage reimbursement. The current mileage reimbursement rate can be found on the IRS website at https://www.irs.gov/tax-professionals/standard-mileage-rates.
k. It is expected that if a business trip ended early enough in the day that would allow the employee to safely travel home, the employee should schedule return travel on the last day of the travel event. This would apply to trips utilizing air travel or vehicle. Department Administrators must approve and provide a reason for any exception to this rule.
l. Written confirmation is required from the Department head granting approval for business travel expenses (airline/lodging/car) when personal vacation is included/mixed within the total travel period. Airfare costs cannot exceed the direct cost of flight to or from work travel destination. 

ii. Specific Policies on Authorization and Reimbursement
1. The County has a fiduciary responsibility to ensure County resources are used responsibly and that Employees and Officials do not incur inappropriate or excessive expenses or gain financially from the County. Necessary Business Expenses will be reimbursed in accordance with IRS guidelines and within the provisions of this policy, provided there is sufficient funding for this purpose in the Department’s budget and doing so would not circumvent the Milwaukee County AMOP procedures.
2. All employees will be expected to create and receive approval for a Travel Request prior to the commencement of the travel activity. Such Travel Request is electronic in nature and a part of the XM Travel System. It must be shown that there is a direct relationship between the purpose of the travel and the individual’s work function. Even if the County is not funding the travel expense, the Travel Request is required to be filed to maintain official employment/business status during the travel period.
3. A Necessary Business Expense must have a clear and legitimate business purpose. All out of country travel related expenditures will conform to the IRS guidelines and the
U.S. General Services Administration whenever possible. Refer to https://www.gsa.gov/travel-resources. Where compliance with IRS and the U.S. General Services Administration guidelines cannot be met, approval of such expense must be documented by the Appropriate Authorizing Party.
4. Excessive costs or unjustifiable costs are not acceptable and will not be reimbursed. Costs incurred by an employee that exceed IRS Guidelines or the guidelines of this policy will not be reimbursed. The system will identify these excess expenses and that reimbursement will not occur. Employees who used a travel card for a purchase which is determined to exceed IRS guideline, or the guidelines of this policy will be requested to reimburse the County. If no reimbursement is made, the excessive cost will be reported to the department and added to the wages of the employee for tax reporting and appropriate taxes will be charged.
5. Appropriate Funding.
a. Expenditures shall be charged to the appropriate account of the department incurring the expense, as designated in the department’s annual appropriation.
6. Grant requirements.
a. Expenditures connected to and/or funded by a grant (or contract) shall be made in
according to the grantor’s requirements, and reimbursement will be made at
the rate specified by the grant (or contract), or if no specified rate, at the County’s
rate defined by this policy.
7. Appropriate Authorizing Party.
a. Necessary Business Expenses using the Travel Request in the XM System must be submitted for pre-authorization to the Requester’s approver.
8. Individuals are strictly prohibited from authorizing their own requests to incur and be reimbursed for a Necessary Business Expense. The Appropriate Authorizing Party must confirm there is available funding in the Agency’s appropriated annual budget prior to approving the Travel Request.

iii. [bookmark: _Toc236904351]Auditing Travel and Conference Claims
Each travel expense report is subject to review after being processed and approved by a department. Such review could consist of one or more of the following steps. These are examples of a review that might be performed of travel expenses that are filed, but an employee should know that the travel expense report is subject to review both before payment and after payment has been made. If such documentation is not attached to the travel expense form in the XM system, the County may request such documentation from the employee who traveled. If, because of the review of the travel expense report an adjustment is necessary to the reimbursed cost, an email will be sent to the employee and manager and a charge or additional reimbursement will be made against the employee payroll.
1. Was the travel approved? There should be a copy of the approval form or some indication that the travel was properly approved.
2. Is the travel or mileage reimbursement form attached, completed, and signed by the traveler?
3. Is the math correct on the travel form?
4. Is there sales tax included in hotel charges? Travel in Wisconsin should exclude sales tax on hotel stay since the County is exempt from sales tax for hotel charges.
5. Is there conference or training information, if applicable, that includes dates, times, and location? A conference payment receipt generally includes the dates and times for the conference and is required as proof of the conference expense.
6. Do the conference or training dates correspond to the travel dates and expenses incurred by the traveler? Travelers are only allowed reimbursement for one day before a conference start date and one day after a conference is completed.
7. Is there proof that the traveler attended the conference, training, or meeting (i.e., certification of attendance and/ or completion, documentation of the meeting purpose and attendees, etc.)? This would be requested by the traveling employee if needed for verification. This is not required to be attached to the travel expense report.
8. Are original itemized receipts attached for all expenses not related to M&IE per diem rates that are being sought for reimbursement? (Original receipts should be attached for all charges that exceed $25, including those to your credit cards and County travel card.) Original itemized receipts can either be paper copies that are copied and uploaded as a PDF, or electronic itemized receipts, from vendor, that are attached as support. 
9. Is the claim sufficiently itemized? Have you separated out the hotel bill to include the hotel daily rate, sales tax, or other hotel charges? 
10. Do the expenses incurred exceed the general maximum lodging and meal rates set in the travel and conference policy? Did you follow the policy of the maximum daily M&IE rate and 125% of the federal lodging rate for the trip?
11. Are expenses incurred necessary in connection with the attendance at the conference?
12. Are there charges for non-reimbursable expenses such as alcohol, concerts, shows, sporting events, in-room movies, etc.?
13. Are there expenses the traveler incurred while extending a trip, or taking a side trip, for personal reasons?
14. Are there expenses related to spouses or other non-employee travelers?
15. If mileage reimbursement is sought, is mileage reasonable taking into consideration the departure and arrival points? (Internet mapping tools can be useful for determining the reasonableness of mileage claims.)

iv. [bookmark: _Toc236904352]Transportation
1. Common Carrier (Air, Train, Bus):
a. All public modes of transportation must be substantiated by original ticket stubs (converted to a PDF), or by other documentation (payment receipts) from the originating carrier.
b. All travel arrangements should be made at the lowest available fare, on nonstop or connecting flights from and/or arriving at Milwaukee Mitchell International Airport, consistent with reasonable and conservative business planning.[footnoteRef:1] 	Comment by James Davies: Repeated immediately below as separate point [1:  MCSO Extradition Unit is exempt from this requirement.] 

c. Employees should purchase tickets that are reimbursable if travel plans change or require minimal fees for such change.
d. As an option, employees may consider purchasing flight insurance, if the cost of the flight insurance and the lowest available fare are lower than reimbursable fares. Employees may need to substantiate their decision to use flight insurance instead of reimbursable fares.
e. Change fees are reimbursable with an explanation. Reimbursement will be allowed for one bag.
f. No traveler may select tickets on a specific carrier for any reason while on County business unless it is the most economical fare.
g. Unused airline tickets related to the cancellation of business-related travel for Milwaukee County may not be re-used for personal travel. Employees should attempt to exchange the ticket for other business-related travel.
h. First-class and business upgrades are prohibited.
i. Electronic tickets are the only acceptable delivery method of tickets unless this option is not available.
j. Original receipts are required for reimbursement.
k. When travel plans change, contact the airline, website, or other location where tickets were purchased and make necessary changes to the trip. Additional fees for the change in the trip should be included in the expense report. However, any full fare charge for a non-reimbursable ticket will not be allowed.
l. If the trip is canceled, the ticket fare should be returned to the purchasing card originally used.
m. Where public transportation is practical, it should be used. Where a private mode of transportation (i.e. personal automobile) is used in lieu of another more normal and usual form of transportation, travel reimbursement will be the lesser of the two costs.
i. If needed, the County will verify this step by using a web service such as Kayak, and using the travel start and end dates and start and end points for the employee travel. Mainstream airlines like those who utilize Mitchell Airport will be used for comparison.
n. It is expected that if a business trip ended early enough in the day that would allow the employee to safely travel home, the employee should schedule return travel on the last day of the travel event. This would apply to trips utilizing air travel or vehicle. Department Administrators must approve and provide a reason for any exception to this rule.

2. Personal Vehicles:
a. Employees may use personal automobiles for non-local business travel within a 300- mile radius of Milwaukee.
b. Employees will be reimbursed at the IRS mileage rate, but in no event will the reimbursement exceed the cost of the lowest available round-trip coach airfare be reimbursed.
c. Mileage reimbursement includes full reimbursement for the cost of gas and general maintenance by using the IRS mileage rate.
d. Parking and toll expenses will be reimbursed separately with original receipts.
e. Employees are responsible for all fines related to parking or moving violations issued while traveling on County business. Absolutely no exceptions will be made.
f. Where automobile transportation is necessary, the use of a private automobile will be reimbursed in accordance with County Ordinance Chapter 5, Automobile Mileage Allowance, of the Milwaukee County Ordinances. This section would also apply for business travel to and from Mitchell Airport when air travel is required.
g. Individuals using a personal automobile must certify that they meet all the requirements for public liability insurance as required by County Ordinance Chapter 5.
h. All reimbursable mileage allowance will be based upon the shortest mileage between points of travel as shown by official State maps or using Google maps or other web services.
3. County-Owned Vehicle:
a. If a County-owned vehicle is used for transportation, no amount should be included under Transportation.
b. Employees traveling on County business in a County-owned vehicle are entitled to reimbursement for any out-of-pocket gas expenditures, parking, and toll expenses but not mileage reimbursement.
c. Original receipts must be provided for all expenses.
d. Employees are responsible for all fines related to parking or moving violations issued while traveling on County business.

4. Car Rental:
a. Car Rental expense will not be approved for travel within the Milwaukee Metropolitan Area, defined as Milwaukee, Ozaukee, Washington, and Waukesha Counties. County Shared Fleet should be reserved for such travel.
b. Car rental is a reimbursable expense only when transportation by a common carrier cannot be utilized or is impractical.
c. Car rental will be reimbursed at the compact car rate unless the need for a larger car can be justified.
d. Daily rental rates, taxes, surcharges, and gas and car rental insurance are all considered reimbursable items.
e. Only one car rental will be allowed per trip. This includes trips with multiple
travelers unless previously authorized by the traveler’s manager (or equivalent).
f. All automobile rentals must be substantiated by the rental agreement and a paid invoice for reimbursement.
g. The cost of renting an automobile must be authorized by the department head in advance if such use is determined to be in the best interest of the County.
h. Reimbursement for renting and operating the automobile should be for business purposes only. The County will also reimburse the amount of collision damage and accidental injury insurance up to the amount of the standard plan offered by the rental agency.
i. Employees are responsible for all fines related to parking or moving violations issued while traveling on County business. Absolutely no exceptions will be made.

5. Ground Transportation:
a. Ground Transportation (Taxis, Public Transportation, Livery Service) Transportation to and from the destination airport is included in the ground transportation allowance in the reimbursement rate.
b. Shuttle service or public transportation is encouraged at your destination.
c. Limousine or livery service charges to and from airports and railroad stations are reimbursable, where such costs do not exceed the comparable taxi fare.
d. Uber, Lyft, and other similar transportation services are permitted and may include surcharges and fees. Surcharges and fees may be reimbursable if the total cost is comparable to other ground transportation options and must be clearly documented to substantiate reimbursement.
e. A livery service may be used if the cost is less than the cost of a taxi service or other means of transportation.
f. No reimbursement is allowed for personal use, which includes travel to/from entertainment and restaurants.
g. Reasonable charges for taxis and shuttles, including tips at a maximum rate of twenty percent (20%) of the charge, are reimbursable when other modes of transportation are not available or practical. Travel between a common carrier or other terminal and either an individual's home or place of business is allowable. 
h. Uber, Lyft, taxi, and other similar transportation services are permitted when travelling to and from Mitchell Airport when business air travel is required. 
i. Where personal automobile transportation is used for travel to and from the Airport, the use of a private automobile will be reimbursed in accordance with County Ordinance Chapter 5, Automobile Mileage Allowance, of the Milwaukee County Ordinances. If a personal car is used and will be parked at the airport during the term of the business trip, the parking costs will be reimbursed.
Note: If an indirect route is taken for personal reasons, all extra costs of such travel are not reimbursable.

v. [bookmark: _Toc236904353]Lodging
1. All claims for overnight accommodations must be substantiated by paid original receipts. Employees will not be reimbursed for lodging costs more than 125% of the lodging rate established by the General Services Administration (GSA) for the locality of travel.
2. Lodging costs will be reimbursed at the lesser of actual costs or 125% of the current federal travel allowance published by the GSA Lodging Rates at: http://www.gsa.gov/portal/category/104711 . Lodging costs greater than 125% of the published GSA rate require the prior written approval of the manager which shall be attached to the travel expense report in the XM system. Exceptions allowed are noted below.
3. The County uses a maximum allowed daily rate (per diem rate) for hotel reimbursement at 125% of the Federal lodging rate. Most major hotel chains set aside rooms at the
federal rate. To obtain these rates, travelers should ask for the “government rate” when making hotel reservations. If your hotel does not accept Milwaukee County ID as proof for the Government rate, please obtain the lowest rack rate. Federal rates are readily available at the GSA website: https://www.gsa.gov/travel/plan-book/per-diem-rates and are usually updated at least once a year. The maximum daily lodging rate is preloaded into the XM system for purposes of verifying your daily lodging rates.
4. If reimbursed travel expenses exceed the per diem rate that is established by the IRS, the excess will be taxed as income. For example, if a travel card is used to pay for a hotel that exceeds the per diem rate, the excess will be taxed as income to the employee. If the employee used a personal card for the purchase, the County would not reimburse the amount that exceeds the per diem.
5. Exceptions are as follows and must be noted in the XM System expense report:
a. An employee may exceed the per-dem lodging rate for the locality of travel if a group discount rate is offered in conjunction with a conference.
b. Lodging is unavailable at or below the maximum rate, or lodging cannot be found reasonably close to the traveler’s destination. This may occur during peak vacation periods in tourist areas or in other heavily traveled areas.
c. Meals are included as part of the hotel/conference fee and you cannot separate the cost from the hotel/ conference price
d. Special needs of specific travelers may necessitate increased expenses, i.e., special dietary restrictions, health concerns, or handicapped access.
e. A department head may grant a waiver to exceed the lodging rate for the locality of travel. The department head must 'submit a written explanation of the factors necessitating the higher lodging costs to the Department of Administrative Services, Central Business Office or provide an explanation in the travel expense report in XM.
6. Lodging costs are reimbursable when required travel is greater than 100 miles from Milwaukee County unless otherwise justified and approved in writing by the authorizing head of the appropriate department, Board, or office.
7. Reimbursement is limited from the night before the authorized event starts through the night it ends, with the following exception. It is expected that if a business trip ended early enough in the day that would allow the employee to safely travel home, the employee should schedule return trip on the last day of the travel event and
not staying in a hotel on the last day of a trip. This would apply to trips utilizing air travel or vehicle. Department Administrators must approve and provide a reason for any exception to this rule.
8. Reimbursement is limited to the single-occupancy rate, unless two County employees, officers, or elected officials share a room and both individuals are on business-travel status. When a room is shared, the cost of lodging is to be shared equally and cannot exceed the maximum daily lodging rate, times two (2).
9. If a group discount rate offered in conjunction with an authorized event is lower than the County's maximum lodging rate for the locality of travel, reimbursement for lodging shall not exceed the group discount rate.
10. When lodging is provided in conjunction with a training session, convention, or general meeting, your hotel costs cannot exceed the cost of the lodging provided. For example, if lodging is provided at $160 per night through a training session, but you elect to stay at a hotel that costs $180 per night, you can only claim $160 per night for reimbursement. Provide a copy of the registration form verifying the conference hotel rate.
11. Milwaukee County is exempt from sales tax in the State of Wisconsin, and you should not be charged sales tax on your hotel bill. Request credit if you are charged sales tax on your hotel bill. This includes short-term rentals.  Our sales tax exemption number is L0564899408 in the State of Wisconsin. A sales tax exemption certificate may be obtained from the Forms Library: https://countyconnect.milwaukeecountywi.gov/New---County-Intranet-Files/Forms- Library/Tax/WisSalesUseTaxCERTIFICATECES.pdf
12. Government rates should be requested.
13. When making hotel payments, verify that the rate charged by the hotel is the same as the rate identified on your itinerary or the amount quoted in the confirmation from the hotel.
14. All personal expenses must be paid separately or deducted from the lodging bill before it is submitted for reimbursement.
15. Original receipts are required for reimbursement.
16. Any credit received from hotel can only be accepted for food. Alcohol is not allowed.
17. A licensed short-term rental can be used in lieu of conventional lodging when available within GSA limits but requires DAS exception approval. Any additional charges ( fees, taxes, cleaning, other allowable costs) would need to be included in the base rate when comparing to the GSA limits. 
a. The employee would be required to follow any unique rules or expectations outlined (laundry, dishes, garbage, etc.) in the rental agreement to avoid further charges.
18. Itemized receipts need to properly identify to identify allowable and unallowable expenses.
19. Changing or Canceling Reservations:
a. All hotels will be guaranteed for late arrival and must be canceled if not used. It is your responsibility to cancel the reservation prior to the deadline date and time noted on the itinerary to avoid any charges.
b. If a deposit has been sent for hotel reservations that are canceled, it is the employee's responsibility to notify the hotel to request a refund.

vi. [bookmark: _Toc236904354]Meals & Incidental Expenses (M&IE) – Per Diem
1. Milwaukee County provides reimbursement for meals and incidental expenses based on the per diem rate applicable. Reimbursements will not exceed the established per diem rate for the travel location.
a. Any M&IE amount that exceeds the federal per diem rate will not be reimbursed.
b. Per diem rates are determined based on the federal per diem schedule for the travel locality.
c. Per diem applies only to meals consumed during official travel. Food purchases intended for personal or home use are not eligible.
2. Employees will be reimbursed for meals, including tips, on a per diem basis not to exceed the applicable federal per diem rate for the travel location. Alcoholic beverages are not reimbursable in alignment with AMOP 02.04.02 (Substance Abuse), which remains applicable while conducting County business. Per diem rates are listed on the GSA site Per diem rates | GSA	Comment by James Davies: Is this supposed to be a link?
3. Reimbursement for meals and incidental expenses will not exceed the established GSA per diem rate for the travel location while on official County business outside of Milwaukee County.
4. If meals are included in the conference fee or hotel room charges employees shall not seek per diem reimbursement for these specific meals and should follow the one-day meal process.	Comment by Jim Moon: Restate with expectations if meals are included in hotel room or conference that per diems should not be requested and they should follow the one day trip process.
5. One-Day Trip Meals: When travel on official County business occupies less than one full day. Employees are reimbursed at 75% of the applicable daily per diem rate for the travel location. 
a. This reduced rate reflects the fact that not all meals (e.g., breakfast or dinner) may be incurred during a same-day trip. 
b. No itemized receipts are required under a true per diem method, since reimbursement is based on the fixed rate rather than actual costs incurred.
c. Such one-day trip meals are income to the employees and are subject to Federal and State income taxes and Social Security taxes because the cost of the meal is not recognized as a business expense by the Internal Revenue Service.
6. Exceptions are as follows:
a. Business Meals Within Milwaukee County: Meal costs that are incurred while on official County business within Milwaukee County are not reimbursable. 
b. Extradition: Extradition-related travel is exempt from the per diem reimbursement method. Employees engaged in extradition activities will be reimbursed for meals and incidental expenses based on actual costs incurred, in accordance with the receipt-based Meals & Incidental Expenses (M&IE) reimbursement process. All expenses must be supported by itemized, paid receipts and are subject to applicable reimbursement limits and guidelines.

vii. [bookmark: _Toc236904355]Incidental Expenses	Comment by James Davies: Why isn’t this under M&IE? 
1. Nonfood related incidental expenses are only reimbursable through the M&IE rate as covered under Section (5) of this procedure. Separate reimbursement is not allowable.	Comment by James Davies: It’s not clear what this is referring to. M&IE is section vi.?
2. Baggage handling service including tips for doormen, bellboys, or housekeeping services.
3. Laundry and dry cleaning if the trip is three consecutive days or longer.


viii. [bookmark: _Toc236904356]Registration Fees
1. Registration fees for conventions, conferences, and seminars are reimbursable when supported by paid receipts.
2. Every effort should be made to take advantage of early registration or group rate discounts.

ix. [bookmark: _Toc236904357]Communication Expenses
1. If the employee has a County-issued cell phone, that phone should be used for all business calls (unless there is no service).
2. When possible, employees should avoid surcharges by using the County cell.
3. For approved international travel, the traveler should contact IMSD so that the
traveler’s calling plan may be temporarily changed to the appropriate calling plan.
4. Business calls may be reimbursed at the discretion of the department head.
5. Original receipts are required for reimbursement for business calls made on a personal cell or other phone.
6. The costs of personal telephone calls are not reimbursable.
7. All such expenses must be supported by an itemized statement.

x. Non-reimbursable Expenses - Expenses that are considered personal, not essential to the transaction of official County business, and are not reimbursable, include:
1. Valet service
2. Personal trip insurance
3. Personal telephone calls
4. Entertainment and travel to places of entertainment, including, but not limited to, exercise facilities, movie or movie rental, videos, games, concerts, shows, sporting events, in-room movies, or other non-business-related items.
5. Medical or hospital services
6. Alcoholic beverages
7. Travel costs for family members
8. Additional hotel charges for upgrades, special "club" floors, late checkout, or early check-in.
9. Airline convenience fees (e.g., early check-in, seat upgrades, TSA pre-check)
10. Amenities such as health clubs.
11. Cancellation charges (unless justified).
12. Childcare, babysitting, house sitting, or pet-sitting costs.
13. Cost differential on premium and luxury car rentals or first or business-class airline tickets.
14. Excess baggage fees.
15. Flight Insurance or other supplemental travel insurance, unless required for international travel and approved by the department head.
16. Gasoline costs if mileage reimbursement is used.
17. Laundry for trips less than three or more consecutive days.
18. Local transportation charges that are incurred for personal reasons.
19. Lost or stolen cash or personal property.
20. Magazines, books, or other reading materials
21. Meals included in the cost of registration fees and airfare.
22. Modifications to travel arrangements.
23. Personal items (e.g., toiletries, luggage, clothing, medications, etc.).
24. Personal portions of a trip combined with business travel.
25. Repairs, towing service, etc. for personal vehicle.
26. Snacks, beverages, etc. outside of a meal.
27. Spouse, family member(s), and guest travel costs
28. Traffic citations, parking tickets, and other fines.
29. Any property damage caused by an employee during course of travel.
30. Extra fees related to “Real ID” processing – missing or otherwise.

B. Travel Request Reporting (XM Application)
i. Submission: A Travel Request must be submitted before any trip is taken by an employee. The employee will identify the purpose of the trip, the cost center, trip type, destination, trip start and end date.
ii. Preparation: Travel Request is created in the XM application. See Infor Travel Expense Reporting Work Instructions or the Infor XM Job Aid on how to process a Travel Request.
iii. Travel Expense Reporting (XM Application) Submission: A Travel Expense Report, along with original itemized receipts for expensed not related to per diems, must be submitted regardless of whether out-of-pocket expenses were incurred and should be submitted as soon as practical after the last day of the trip. Proof of the dates of the conference should be kept by employees who are submitting a travel expense report. Such conference information is not required to be attached but may be requested by XM System review team or the Department of Administrative Services.
iv. Preparation: Travel Expense Report is created in the XM application. See Infor Travel Expense Reporting Work Instructions or the Infor XM Job Aid on how to process an Expense Report.
	Comment by Aaron Hertzberg: Do we want to create a blanket section with instructions for any questions and exception requests? 







































1 MCSO Extradition Unit is exempt from this requirement.




5. [bookmark: _Toc236904359]REVISION HISTORY:
	Rev. #
	Summary of Changes
	Date of Change
	Author

	4.0
	Conversion from M&IE to Per diem reimbursement process.  Updated unallowable expenses.   Added clarifications around non-hotel accommodations, other edits.
	04/01/2026
	Jim Moon

	3.0
	Added a new section - Specific Policies on Authorization and Reimbursement.
Moved step by step instructions for INFOR reporting to
separate work instructions.
	11/20/2023
	Scott Manske

	2.2
	Minor update to section 4(D)(i)(1) Air Travel – Added MCSO
extradition unit exception as footnote.
	5/18/2023
	US

	2.1
	Minor addition to specify airport – Section 4(C)(iii)(1)
Transportation and Section 4(D)(i)(1) Air Travel
	3/8/2023
	Scott Manske/US

	2.0
	New expense reporting system (INFOR XM System), updated
rates, updated responsibility to CBO
	7/14/2022
	Scott Manske
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